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MEMORANDUM FOR: Executive Direcctor-Comptroller

SUBJECT S Eevised I"itness Report System

1. Attachments now reflcct the declisions reached at the
Executive Director-Comptroller's 9 April meeting an this subject. -

a. The wording "Performence is Satisfactory™ has been
added to the definition of the "Proficient" rating.

b. The instructions now carry the wording "Rating Offi-
cers will certify on the fitness report that poor
- performance, when it occurs, has been a subject of
. discussion with the employee, preferably before but
~at least at the vime ~of the fitness report." '

2. As agreud the pgckaﬂb is returned for your linal review
and clearance before _publication,

Robert §. Wattles
- Director of‘Personnel
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MEMORANDUM FOR: Executive Director-Comptroller
SUBJECT ¢ Revised Fitness Report System
REFERENCE ¢ Feb 13 meeting with the Executive Director-
Comptroller

1. Attached for your review and clearance are the changes to
our Fitness Report System discussed at the referent meeting. The
"weak" and "adequate" ratings have been changed to "unsatisfactory”
and "marginal" and redefined. The definition of "proficient"
has been adjusted slightly in the interest of bisecting the
distance between "strong"™ and "marginal™ in the scale. Changes
have been made to the Directions for Completini ffff %f: Fitness
Report, and there is a revision to Regulation regarding

Memorandum in Lieu of Fitness Report.

2. Changes will be made in these documents when present
stocks are exhausted, which should be within six to eight months’
time. The Regulation change can be made without delay.

25¥1

— KODertc s. wattles.
Director of Personnel
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CHANGES TO:

v,

Section-

Section

'Directions for Completing Form ﬁS, Fitness Report’

C - Narrative Comments

Add After Third Sentence-~-"Comments must be'furnished on

any weaknesses noted in pPrevious report.”

D'~ Certification and Comments

. Replace Third Paragraph---"In addition, rev1ew1ng offlc;als

"should as a matter of bractice, prov1de their own evalua-

tion by pos1t1ve_commenu on the performance and potential of

- the 1nd1v1dual being rated; by contrlbutlng 1nformatlon on

future utlllzatlon or tralnlnc and by commentlng on the

' llberallty or strictness of the rater where ¢ppropr1aoe.

' Follow-up -action on the Marglnal and Uhsatlsfactory ratings

s also a rev1ew1ng official respons1b111ty.

(24 March 69)
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DIRECTICONS FOR COMPLETING FCRM 45, FITNESS REPCRT

nd evaluations of the worl peiformance of em-
: vrsler fheir jurisdiction.  Evaluations will alo be
made whenever it is necossary or dosivable to provide Organi-
ration management with information which may be perti-
oont oo futuer secsannel actions affecting these individuals,

ouilines policies concerning the reguixc-

rends 1Sr subnuiiing initial, annual, reassignment and special
reports, showing the report to the employee and appecls
‘vre.  The Filness Repoit, Form 43, is used to record
ticns.  However, an evaluation in memorandum form

v be suastituied for Form 45 for employees in Grades
G&~14 and above, Core must be taken to insure that the
memcrandum observes the basic purposes of a Fitness Report.
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I+ must contain the -identifying information required in Section -

-

ot Form 43, @ genesal description of the duties performed,
ad ONZ rating, from cmong those defined in Section B of
Form 45, to describe the employee’s overall performance in
s current positicn. It must also becr the signature oi the
supervisor cnd the reviewing officiai and must either be signed
by the employee or confain an explanation for the absence of
* his signature.
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2, SUZMISSION

b

—~4

e Fitioss Report will be submirted in duzlicstz 1o the Head
of the Career 3ervice concerned. The Head of the Career
Service will retuin one copy ond will forward the origing!
to the Oiffice of Personnel.

STAT
3. NITIAL REPORT

A Fitness Report will be prepared for cach employec as of
nine months afler his enirance on duty with the Organization.
. An initial report need not be mode when a Fitness fepert s
circady been made for some ofher purpose withis
oriof 1o the due date of the initial report.  The initial report
is of particular imporiance in providing a record of the su-
pervisor's evaluation of the employece before the employee
has completed his twelve-month tricl period.  An initis! re-
port may be deferred for a pericd nof io exceed 30 days be-
yond the due dale to provide the supervisor with additional
time to evaluate an employee who has been urider his jurisdic-

- tion for iess than 90 days.
' L d

hia 90 deys
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4, ANNUAL REPORY

A Fitness
except when ¢ Fitness Report has been made for some other.
purpose within 90 days prior to the due date of “the anaual
report.  An annucl report may be deferred until the employee

has been under the jurisdiction of the 'supervisor for 90 days.

Report wili be prepared annually for each employee,

"

v

SCHEDULE FOR SUBMISSION OF 'ANNUAL REPORTS

GRADES FOR PERIGD ENDING
GS-1 tirough GS-5 " 31 March
C5~6 inrough CS-8 30 June

G5-9 through G&~1T 30 Scpiembor
‘ 31 Decomber

31 March -

G512 aad GS-i3

GS~14 and cbove

&, ATASSIGNMENT RIPORT
Supervisors will prepare o Fitness Report when the supervisor
is chenged by the reassignment of tho employce or the super-

Form

$-G6

Vse Privious .
Zditions :

45i

Approved Fgr Release.

/04 :

DUZ IN OFFICE OF PERSONNEL
- FROM HEADQUARTERS FROM FIZLD

/30 Apr?l 37 May

31 July - 31 August
31 dc?ober | 30 Novemuer
31 Jenuary 23 February
30 April .. 31

»

Mcy

visor. Whan the supervisor is reassigned and has nvmeérous
recuignment reports to propare he needs to complets only -
Saciions B and D of the report,

A3
($=21)
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DIRECTIONS. FOR COMPLETING FORM 45, FITM

o.
g
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ON A — GENSRAL

items of this section should be completed by the enoro-
ote aaminisizative or personnel officer.  Special instructions
completing or omitting items of this part of the report
ould boe carafully observed on Field Transmiital — Fiiness
sport, Form 4ada.
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TION B — EVALUATION OF PERFORMANCE OF SPECIAC
DUTIES AND OF OVERALL PERFCRMANCE

(23
)

Rating Sccle
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The scale as sot Yorth in this saction in Form 45, Fiiness
Rep to be vsed to reflect evaluation of Specific Duties
and ercii Perfermance.  Use a single rating letter with-
cui dition of decimals, plus or minus signs, or other
modificetions.  In making your selection of the adiective

vation for Section B and in completion of the narrative in

evaiu
action C the following factors should be considered as ap-

(42

pl’O;}-’.‘ch~ .

Cast Consciousness _ Mobility

Seeurity Consciousness Initiative

Ability to Think Clearly Versatility
Supazrvisory Effectivencss Produciivity
Accentance of Responsibility Decisiveness
Foreign Languags Competence esourcefulness
Efiectiveness of Oral Expression Cocperativeness
Zffectiveness of Wrirten Expression Records Discipline

Rating of Performance of Specific Duties ‘
in fhis section the supervisor wiil list in order of importance
iae mosi significant duties the employee has performed dur-
ing the rating period. Each duty shall be described in suf-
ficieny catell to provide information which may be useful later
in considering individuals for other assignments. Your evalua-
tion should be recorded by entering the appropriate letter
in the box provided for your evaluation of each duty.

Roting of Overcll Performance in Current Position

In makirg this rating the supervisor shouid take into account
the employes’s conduct on the job as well as his performance
on ail spacific auties.
in his own mind so as to arrive at a rating which wili reflect
an employee’s overall value on the job.  When an employee’s
‘overall performance is rated “Outstanding,” the supervisor
shall indicate in an altachment to Form 45 whether additional

Each supervisor will weigh these factors.

special recogniticn is warranted and, if so, the form of recog- -

nition being accerded or contemplated.
SECTION € — NARRATIVE COMMENTS

in this section the supervisor describes the employee’s demon-
straied apilities or deficiences in the performance of his pres-
ent job. Full narrative comments should be wmade on each ap-
propriafe element. The narrative comments may include refer-
ence to a specific duty. - Statements such as “no change from

srevious repori” will not be used.  Ary relatively high or low
ratings in Scction B should be expluined or cmiplified by suz-
poriing statements. In addilion, the superviscr may com-
ment here on any extenuating circumstances which might affect
the productivity and effectiveness of the employee. Commaznt
should be made on the relative performance of the person
being rated with other people known ‘o the rater doing com-
parable work. Manner of performance of managerial and
supervisory dutics and cost conscicusness in the use of per-
.sonnel, space, equipment, and funds must be commented on
for ali employees who have responsibility for managing
Agency assets.  (If the employee being rated does not have
such responsibilities, a statement o that effect must be in-
cluded.) In evaluating managerial and supervisory effective-
ness, the following factors should be considered:

. De!égci’ion of responsibility

Estdblishment and maintenance of clear lines of authority
Use of personnel, space, equipment, funds, etc.

Formulation and coordination of programs

Developing teamwork :

In completing the ratings on Career-Provisional employees
comment should be made on the intent, capebility and desire
of the individual to fulfiil the service obligations of the Career
Service ‘to which he is assigned.

SECTION D — CERTIFICATION AND COMMENTS

The person being rated may- attach to his Fitpess Report a
memorandum concerning any part of the report. The mem-
orandum will be attached to the originai for inclusion in the
Official Personnel Folder.

Reviewing officials are responsible for assuring that all re-
poris'made by raiing offiicials under their jurisdiction are con-
sistenit and reflect uniform standards of reporiing. Through
the counseling and supervision of rating officicls, reviewing
officials can play @ major role in improving the operaiion of
the Fitness Report program.

fa addition, reviewing officials should as a matter of practice
“submit o brief narrative evaluation of the performance and
potential of the individual being rated, noting the degree to
which he is personally familiar with the individual and his
work. Even though the reviewing officicl may noi be able to
evaluate the individual from firsthand experiznce with him, it
is likely that the reviewing official may be cbis to contribute
useful information concerning future utilization or training of

ing
the individucl based on the review of his record of perform-

ance and assignments.

If the reviewing oficial is in substantial disagreement with the
rating official he should state whether or not he has discussed .
the evaluation with the rating officicl anc ihe employee.

When a person departs an overseas station without having
been shown his Fitnoss Report, it is incumbent upon the Career
Service to have the report shown to the individual.

A-RDP84-00780R003000090002-0




Approved For Release 2006/12/04 : CIA-RDP84-00780R003000090002-0

STAT

K

MNext 1 Page(s) In Document Denied

Q”°

Approved For Release 2006/12/04 : CIA-RDP84-00780R003000090002-0




